
 
 
 

 
 

Use this dropdown to see your existing calendars, 
Or keep it selected on “New or Select” to create 
a new one (it must have a unique name from a 
previously created calendar in order to save the 
details).  Once you’ve selected or created a calendar 
press the “View/Edit Calendar Details” button below 
with the blue arrow pointing towards it. 

Use this new feature to duplicate 
a calendar.  It must have a unique 
name, and be added to a 
school/year, that doesn’t already 
have a calendar entered into the 
system. 

When in the calendar details 
(where you enter the different 
days in the calendar), use this 
button to come back to this home 
screen below.  

When creating a new calendar 
make sure to select the correct 
school and school year, along with 
a unique name from a previously 
entered calendar. 

Once you’ve selected or created a calendar press the 
“View/Edit Calendar Details” button below to enter  
dates or edit dates in the calendar you’ve selected. 


